
PS COMMITTEE #1 
January 19,2012 

Discussion 

MEMORANDUM 

January 17,2012 

TO: Public Safety Committee 

FROM: ~Keith Levchenko, Senior Legislative Analyst 

SUBJECT: Discussion: County Emergency Preparedness 

On January 19, the Public Safety Committee will discuss County emergency preparedness 
issues. The following officials and staff are expected to attend the worksession: 

• 	 Chris Voss, Manager, Office of Emergency Management and Homeland Security (OEMHS) 
• 	 Darien Manley, Chief of Park Police, Montgomery County Department of Parks, Maryland-

National Park and Planning Commission (M-NCPPC) 
• 	 David Capp, Vice President of Facilities and Security, Montgomery College 
• 	 Steve Maloney, Director of Emergency Planning, Montgomery College 
• 	 Jack Crowley, Safety and Staff Development Manager, Department of School Safety and 

Security, Montgomery County Public Schools (MCPS) 
• 	 Chris Brous, Security and Safety Services Group Leader, Washington Suburban Sanitary 

Commission (WSSC) 

Attachments to this memorandum include: 
• 	 Presentation Slides from OEMHS (©1-16) 
• Excerpt from the DRAFT Council Office Building Facility Emergency Action Plan (©17-20) 
• Excerpt from the County Employee Emergency Handbook (©21-29) 

Discussion 

County Government emergency preparedness involves a repeating cycle of activities, 
including: planning, organizing/equipping, training, exercising, and evaluating and improving 
processes. The components of this cycle of preparedness are the focus of today' s discussion. 

These components range from high level policy deliberations and decisions (at the County 
and in some cases at the Regional, State, and National levels) to procedures put in place and activities 
undertaken by department heads, managers, and employees spread across 275 County facilities. 
Some of these efforts are mandated by Federal law (such as Facility Emergency Action Plans) and 



some reflect best practices in the field (such as steps employees should take to be ready for 
emergencies) . 

Chris Voss, Manager of OEMHS, will provide a short presentation summarizing these efforts 
as well as some of the ongoing issues the County is currently addressing. Representatives from the 
other agencies have been invited to participate in this discussion and provide their agencies' 
perspectives. 

The Committee may also wish to discuss the latest regional developments with regard to mass 
evacuation planning (including staged releases of employees and short-term shelter-in-place issues), 
the status of OEMHS' revision of facility emergency action plans, departmental continuity of 
operations (COOP) plans, and assumptions and expectations regarding departmental and employee 
responsibilities with regard to employee health and safety during emergency events. 

Attachments 
KML:f:\Ievchenko\emergency management\ps emergency preparedness discussion 1 19 12.doc 
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FACILITY EMERGENCY 

ACTION PLAN 


County Office Building 
100 Maryland Avenue 

Rockville MD 

Updated: December 7, 2011 



FORWARD 


Montgomery County Government (MCG) is committed to providing a safe and 
healthy work environment for all of its employees. Unfortunately, situations may 
arise in which steps must be taken to protect the safety of the employees and of 
the facility. The County Office Building (COB) Facility Emergency Action 
Plan was prepared as a guide for all county employees to follow in the event of 
an emergency. 

This manual will give instructions on emergency evacuations,shelter in-place, 
employee accountability, supervisory responsibilities, and employee. 
responsibilities. The manual shall be used in conjunctioq with the Employee 
Emergency Handbook. Along with this manual, frequent employee trainings and 
drills shall be conducted to ensure the effectiveness of the plan. 

This Emergency Action plan is also meant to assure compliance with OSHA 
standards contained in 29 CFR 1910.38(b) Written emergency action plans. An 
emergency action plan must be in writing when there are more than 10 employees 
at the work place. The EAP must be kept in the workplace, and shall be made 
available to employees for review. 

1910.38(c) Minimum elements ofan emergency action plan. An emergency 
action plan must include at a minimum: 

• 	 Procedures for reporting a fire or other emergency; 1910.38(c) (1) 
• 	 Procedures for emergency evacuation, including type of evacuation and 

exit route assignments; 1910.38(c)(2) 
• 	 Procedures to be followed by employees who remain to operate critical 

plant operations before they evacuate; 1910.38(c)(3) 
• 	 Procedures to account for all employees after evacuation; 1910.38(c)(4) 
• 	 Procedures to be followed by employees performing rescue or medical 

duties; 1910.38(c)(5) and 
• 	 The name or job title of every employee who may be contacted by 

employees who need more information about the plan or an explanation of 
their duties under the plan. 1910.3 8( c)( 6). 

2 



1910.38(d) Employee Alarm System. An employer must have and maintain an 
employee alarm system. The employee alarm system must use a distinctive signal 
for each purpose and comply with the requirements in § 1910.165. 
1910.38(e) Training. An employer must designate and train employees to assist 
in a safe and orderly evacuation of other employees. 

1910.38(t) Review ofemergency action plan. An employer must review the 
emergency action plan with each employee covered by the plan: 

• 	 when the plan is developed or the employee is assigned initially to a job; 
191 0.38(t)(1) 

• 	 when the employee's responsibilities under the plan charge; 1910.38(t)(2) 
• 	 and when the plan is changed. 1910.38(t)(3). 

3 



TABLE OF CONTENTS 

DEFINITIONS 

ORGANIZATION 

RESPONSIBILITIES 

ORGANIZATION CHART 

BUILDING CHARACTERISTICS 

EMERGENCY EVACUATION PLAN 

FACILITY EMERGENCY CHECKLIST 

DEPARTMENT EVACUATION CHECKLIST 

SHELTER IN PLACE 

EMPLOYEES WITH DISABILITIES 

Il'iCIDENT SPECIFIC SITUATIONS 

HAZARDOUS MATERIAL INCIDENT 

POWER DISTURBANCE 

ELEVATOR FAILURE 

HOSTAGE SITUATIOl'i 

SEVERE WEATHER 

EARTHQUAKE 

THREATS-BoMB AND WORKPLACE VIOLENCE 

MEDIA RESPONS'E . 

EMPLOYEE RESPONSIBILITIES 

EVACUATION ROUTES 

(INSERT FLOOR PLANS HERE) 

APPENDICES 

ApPENDIX A 


ApPEl'iDIX B 

ApPENDIXC 


APPENDIXD 

ApPENDIXE 


PG.4 

PG.5 

PG.6-8 

PG.9 
PG. 10 . 

PG.11 

PG.12 

PG.13 

PG. 14 

PG.15 

PG. 16-20 

PG.16 

PG. 16-17 

PG. 17 

P-G.17 

PG. 18 

PG. 19 

PG. 20 

PG.21 

PG.22 

PG. 23-30 

PG.31-38 

PG.31-32 

PG.33 

PG.35 

PG.36-37 

PG. 38 

4 



Montgomery County 

Government 


EMPLOYEE EMERGENCY 

HANDBOOIZ 


"We pursue the common good by working for and ...<ith Montgomery County's 
diverse community members to provide A Responsive and Accountable County 
Government, Affordable Housing in an InclusIVe Community, An Effective and 
Efficient Transportation Network, Children Prepared to Live and Learn, Healthy 
and Sustainable Communities, Safe Streets and Secure Neighborhoods, A Strong 

and Vibrant Economy, [and] Vital Living for All of Our Residents." 
-- Montgomery County Mission Statement 



A special thanks to the following organizations for their 
contributions to the development of the Montgomery County 

Employee Emergency Handbook and training program: 

Montgomery County Department of Health and Human Services 

Montgomery County Office of Human Resources 


Montgomery County Fire & Rescue Service 

Montgomery County Department of General Services 


Montgomery County Department of Police 




OFFICE OF THE COUNTY EXECUTIVE 
ROCKV!LLE. MARYLAND 20850 

lsiah Leggett 
County Executive 

Message from the 

Offices ofthe County Executive 


To All Montgomery County Employees; 

Montgomery County is committed to providing emergency preparedness guidance 
and training to all government employees. Every member of the Montgomery County 
workforce has a role in an emergency situation. Employees must assume responsibility 
for their own planning and safety in an emergency, as well as work effectively with 
emergency planning officials. 

This "Montgomery County Government Employee Emergency Handbook" 
provides information related to various types of emergencies that may occur either while 
employees are at work or home. All employees should be prepared and should be well 
versed in emergency procedures, as well as to facilitate the execution of actions during an 
actual emergency. 

To ensure the effective and efiicient execution of these procedures during an 
actual emergency, various types of drills should be conducted by agencies or departments 
throughout the year. Employees should practice their emergency response and assess 
their own emergency preparedness before an emergency actually strikes. This is a 
fundamental component of Montgomery County Government Employee Emergency 
Preparedness. Only through the full comprehension and practice of these emergency 
procedures will the maximum number ofpeople and amount of property be protected. 
Employee personal safety is always paramount. . 

Please take some time to review this Handbook and assess your own level ofpersonal 
preparedness. ram confident that with these actions, Montgomery County Government can 
be one of the most prepared governments in the state. 

~~ 
lsiah Leggett ~ 
County Executive 
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Employees' Roles in Responding 
to Emergencies 

The intention of this handbook is to prepare all Montgomery County employees for 
various types of emergencies with which you might be faced. This preparation will help 
improve your safety, as well as that of your colleagues. If employees require assistance 
for personal emergency planning, you should discuss this with your coworkers, 
supervisors and!or security staff in the building so that if necessary, staff may srrategize 
their response plans with someone in management. Knowing what to do in case of 
each type of emergency is extremely important; however, there are several constant 
concepts to keep in mind: 

• 	 If an emergency strikes while you are at your work site, you are to take whatever 
actions necessary to protect yourself. In emergency situations, call 91 L Check 
in with your supervisor or other designated person at your worksite. If you are 
injured or otherwise unable to contact your family, every effort should be made 
to contact your family using the Emergency Contact Information you have 
provided the Department 

• 	 If an emergency strikes while you are not at your usual place of work (e.g., you are 
doing field work, working in another office), call 911 and notify your 
supervisor, or someone else at your work site, as soon as possible. 

• NOTIFICATION: 

o 	 Be prepared with a battery-operated radio; listen to radio stations for 
emergency broadcasts and instructions: 
• 	 WMAL 0630 AM 
• 	 wrop 1500 AM & 103.5 PM 
• 	 WWRC1260 
• 	 WKYS93.9 

o 	 Prior to an emergency, sign up for: 
A. 	 Alert Montgomery to receive important emergency alerts, notifications 

and updates to all of your devices, including your cell phone, e-mail, text 
pager, wireless PDA, and XM Radio Channel 214. This alert system is 
available to all Montgomery County residents, employees, and interested 
parties. You can sign up for Alert Montgomery at 
h«ps: Ilalert.montgomeIYcountymd.gov lindex.php?CCheck-l. 

B. 	 The Montgomery County Emergency Network (MCEN) to receive 
important emergency and priority information through e-mail, phone 
and text message. This system differs from Alert Montgomery in that it 
is only available to Montgomery County Employees and enables groups 
and departments to send specific information to its members. While 
your work e-mail address is already in the system, you can sign up and 
add personal and!or family devices to MCEN at 
https:llmcen.montgomerycountymd,gov/index.php?CCheck=l. 

https:llmcen.montgomerycountymd,gov/index.php?CCheck=l
http:Ilalert.montgomeIYcountymd.gov


Emergency Leave Policies 

In the event of an emergency, employees should listen to local radio and television 
news stations to determine the status of the County offices. In some cases, only 
those individuals designated as essential employees will be required to report to 
work. The type of leave announced will dictate whether or not you must report to 
work . 

...•.........•....•.....•....•.....................•...•......... 

• Esse.~tial Employees 	 • 

•:. 	 Essential employees are those employees required to report to work 
during an emergency, unless they are prevented from doing so by 
severe weather or other emergency. 

-:. 	 Department directors should ensure that employees that are 
designated as essential are informed of this; however, directors may 
designate a non-essential employee as essential during a particular 
emergency if needed to perform critical work. ................................................................. 


MODIFIED LIBERAL LEAVE (MCPR 2001 SECTION 15-6) 

• 	 During a modified liberal leave period, minimum staffing must be 

maintained; however, department directors will try to permit as many 

employees as possible to be on leave. An employee who wants to use leave 

must request and obtain approval. 


LIBERAL LEAVE (MCPR2001 SECTION 15-6) 

• 	 An announcement of Liberal Leave permits employees to use leave when 
reporting late, leaving work early or electing to remain at home. Notification 
of the use of Liberal Leave, which can be done through voice mail, must be 
made to the supervisor. 

GENERAL EMERGENCY (MCPR 2001 SECTION 15-6) 

• 	 Announcement of a General Emergency requires all employees previously 

designated as essential to report to work as scheduled. Non-essential 

employees are placed on administrative leave for the period of their work 

schedule coverecrDjithe Emergency. 


o Definition: General Emergency - "A period declared by the 
County Executive or Chief Administrative Officer (CAO) during 
which government oftices are closed and public services are 
temporarily limited or not available because of severe weather or 
other extraordinary conditions." (MCPR 2001 Section 1-28) 
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Emergency Procedures 

The following pages describe emergency procedures for certain potential 
emergency situations. These procedures are intended as a general guideline and 
are in no way intended to contradict first responder instructions. Additionally, 
although the following list of emergencies represents the most common types that 
may be faced, possible emergencies are not limited to those listed. In all cases, 
call 911 if you need immediate emergency assistance. 

Please make yourself familiar with these procedures so that when an actual 
emergency arises, you are ready to take action. As stated earlier, the fust priority 
in an emergency should always be to maintain life and 

INCLEMENT WEATHER 


EARTHQUAKE 


ELECTRICAL POWER OUTAGE 


BOMB THREATS 


SUSPICIOUS MAIL/PACKAGES 


HAZARDOUS MATERIALS INCIDENT 


FIRE/SMOKE 


FLOOD EMERGENCY 


WORKPL~CE VIOLENCE 


MEDICAL EMERGENCY 
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INCLEMENT WEATHER 

IN THE EVENT OF INCLEMENT WEATHER CONDITIONS: 

• 	 Employees will be notified of the opening or closing of offices through 
public service announcements on local radio and television stations as well as 
the Alert Montgomery system. 

• 	 Employees should prepare themselves with the necessary equipment to be 
able to receive and read those emergency messages; for example, vision
impaired employees may need a special program on their cellular telephones 
that "reads" text messages aloud to the user. Employees should have a 
battery-operated radio available. 

• 	 If inclement weather conditions arise during the course of normal business 
hours, and a General Emergency or Liberal Leave period is designated, 
employees will be notified through department channels or county 
communication. 

WATCH VS. WARNING 
.:. 	 It is important to understand the differences between weather 

watches and warnings. A watch usually indicates a hazardous 
weather event is possible. A warning usually indicates the event 
is likely or imminent. 

ELECTRICAL POWER OUTAGE 

• 	 REMAIN CALM. Most of the time, building power will be restored 

automatically within seconds. If it is safe to do so, turn off equipment. 


• 	 Employees with any need for medical devices should be sure to keep a back
up battery on hand. 

• 	 Special telephones for special needs, including access to TlYs, should be 
backed up. 

• 	 Account for all people in your immediate area or span of responsibility. 
• 	 Report the electrical outage to Operations and Maintenance at 240-777-5399 

with the following information: (phones in the immediate outage area may 
not function; keep cellular telephones charged and accessible wherever 
possible.) 

o 	 Where are you (building name, which floor, what room)? 
o 	 Where is the outage? 
o 	 What known hazards exist to first responders? 

• Await further instructions from supervisor. 
Once power is restored, check all equipment for proper function and reset if 
necessary and if it is within your training to do so. Re'luest the assistance of an 
individual trained in the use of anv equipment with which you are not familiar. 
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EARTHQUAKE 

Although earthquakes are not common in Montgomery County, they can and 
do occur. During an earthquake it is important to remain calm and to take cover 
from falling debris and moving objects. It is critical in preventing injury or 
death to resist the urge to move to other parts of the building or outside during 
an earthquake. Most earthquake-related deaths and injuries occur when people 
are attempting to move or leave a facility during the quake. 

During an Earthquake 

• 	 DROP to the ground and take COVER by getting under a sturdy 
table or other piece of furniture and HOLD ON until the shaking 
stops. If there isn't a table or desk near you, cover your face and head 
with your arms and crouch in an inside corner of the building. Stay 
away from glass, windows, outside doors and walls, and anything 
that could fall, such as lighting fixtures or furniture. 

• 	 Use a doorway for shelter only if it is in close proximity to you and if 
you know it is a strongly supported, load bearing doorway. 

• 	 Stay inside until the shaking stops and it is safe to go outside. 

• 	 If outside, stay there and move away from buildings, streetlights, and 
utility wires. 

• 	 Be aware that the electricity may go out or the sprinkler systems or 
fire alarms may turn on. 

• 	 DO NOT use the elevators. 

• 	 DO NOT attempt to go outside until the shaking has stopped. 

• 	 DO NOT attempt to turn light switches on and off. 

• 	 DO NOT light a match. 

After an Earthquake 
• 	 Only evacuate the building if it becomes hazardous or when told to 

do so by rescue personnel (follow the evacuation plan on page 12). 
• 	 Be aware of aftershocks, they are usually not as strong but can cause 

more damage to weakened structures and may continue for days, 
months or even years after the initial quake. 

• 	 If you smell gas or suspect a gas leak: evacuate the building . 
immediately and go to a location where you no longer smell gas. 
Report the leak by calling 911 (If Fire/Rescue are not already on the 
scene). 

• 	 If there is electrical damage: evacuate the building immediately. 
Report the electrical hazard by calling 911. 

Note: 911 should ONLY be used for life-threatening emer1,!encies 
NOT for information purposes. 
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